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Chapter 11

Payroll Processing

Objectives

After completing this chapter, you should be able to:
» Use the Employee Center to view previous Payroll activity (page 334)
o Update your Payroll Tax Tables (page 335)
¢ Create paychecks and override default calculations (page 335)

¢ [Ldit, void, and delete paychecks (page 343)
e Pay Payroll Liabilities (page 346)
s  Create Payroll reports (page 349)

» Prepare Payroll tax forms 941, 940, and W-2, as well as reports to help you prepare your
state payroll tax returns (page 355)

Restore this File

This chapter uses PRProcessing-12.QBW. To open this file, restore the
PRProcessing-12.QBM file to your hard disk. See page 8 for instructions on
restoring files. If you are using QuickBooks Premier Accountant, we recommend
that you toggle to QuickBooks Premier General Business as described on page x.

In this chapter, you'll learn to process your Payroll smoothly using QuickBooks Payroll.

This chapter presents the use of QuickBooks Standard Payroll, which helps you create your
paychecks by automatically calculating the Payroll taxes on each paycheck.

The exercise file for this chapter is a sample file, a special file that will allow you to interact
with the automated Payroll options without requiring a Payroll subscription. All sample files
will set the current date to December 15, 2015 while using the sample file (Figure 11-1). You
can identify sample files by a warning on the upper right corner of the Home page (Figure
11-2).

This is the QuickBooks sample file. Use it a3 an example or for practice while learning
QuickBooks.

While using this file QuidkBooks will set today's date to 12/15/2015,

Do not use this file as your company file,

Figure 11-1 Sample File Date Warning
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334 Payroll Processing — Payroll Processing Checklists

You are using a sample
i company file R-
? || You can Identify
i Start your new sample flles by
i company flenow the warning on
e i the Home Page

Figure 11-2 Sample File's Home Page

Payroll Processing Checklists

To keep your Payroll running smoothly and to minimize errors, you should complete the
following steps at the prescribed intervals:

Every Payday
e Review the previous Payroll activity in the Employee Center.
s Verify that your tax tables are current and update them if necessary.
+ Create, review, and cotrect (if necessary) paychecks.
s Print paychecks and pay stubs.
Every Tax Deposit Due Date (monthly or semi-weekly)

¢ Create, review, and correct (if necessary) liability payments.
e Print liability payment checks.
Every Quarter (after the end of the quarter)

o Verify the accuracy of all Payroll transactions for the previous quarter.
o Create Payroll reports for the previous quarter and year-to-date.
¢ Create Payroll tax returns (Federal Form 941 and state quarterly returns).

Every January

e Verify the accuracy of all Payroll transactions for the entire previous year.
* Create Payroll reports for the previous quarter and year-to-date.

¢ Create Payroll tax returns (Federal Form 941, 940, and state quarterty and yearly
returns).

Using the Employee Center

The Employee Center displays a list of all Employees and related transactions such as paychecks,
liability checks, and Payroll Liability adjustments. Before processing Payroll each pay period, it
is a good idea to open the Employee Center and review the latest Payroll activity for each
Employee. Doing so will help reduce Payroll processing errors like creating duplicate checks or
processing Payroll checks with incorrect data.

To open the Employee Center, click the Employees icon on the Icon Bar, or the Employees
button on the Home page.
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Payroll Center

If you have an active QuickBooks Payroll service subscription, the Employee Center will contain
an additional Payroll tab called the Payroll Center. You can use this window to pay Employees,
pay taxes and other liabilities, and process Payroll forms (see Figure 11-3).

B

) emterDme> & pomte [T Chent-Ready Payrel Reports £ My Payroll Service 7 Learming Resources”

w Engloyees | Trancacions |  Payrol Swiich 1o After -the Fact Payral
Subscrphion Statmses Procese Payrol By, .. for Payrol Schede...and Pay Period \uwith Cheek Date |
% KIZ/15/2015 Emoniii; - 13/15/2015
i Sampie Acoount Pay |
!
 Fraa Pagrals [ ReategPapolactinies + | [ UnadeddedPoprat | [ start scheckded Payrod., |

] A by  DueCate Statis  Payment Method Period  AmountDue
Se Mo_Tu :ve: ;.M:r .r.a3 02/01/16  |Upcoming | Federsl 641/944 Check |4 2015 5.026.20
Lz 3 4 3 @ 02/01/16  [Upcoming |CA vithholding and Ois,. {Chedk 04 015 1,199.65
6 7 8 8 10 1 12 H ray
13 14015 16 17 18 19 Scheduled
N2 RV MB K Liabities
2 0M ¥ 0 M
Totak Sedected Hens: 0.00
[ Reloted Payment Acivities  + ]
Ianuary - 2016
54 Mo Tu We Th Fr Sa
1 2
3 4 5 § 7 8 9 Click Process Payroll Forms to prepare your payrol fems,
0112 13 4 1516 .
1718 19 3 1 2 N =) § Supported Tax Forms
24 025 % 27 B B N e Tax
un Forms
LR _ o '
Figure 11-3 Employee Center with active subscription showing Payroll tab

Payroll Tax Tables

Key Term: Payroll Tax Tables include the tax rates necessary to calculate an
Employee’s paycheck. This calculation affects the amounts of taxes that are
withheld from an Employee’s check (e.g., Federal and state income tax) as well
as the amounts of taxes the company must pay for the Employee (e.g., Federal
and state unemployment tax). The Payroll Tax Tables also include data that
updates the forms that print directly from QuickBooks (i.e., 940, 941, and W-2).

In order for your paychecks to calculate automatically and your forms to print properly, you
must have a current Payroll service subscription. Intuit recommends that you connect to their
Web site frequently (at least every 45 days) to ensure that you're using the latest tax tables.

Paying Employees

In the previous chapter, you set up Payroll for Academy Photography. Once the Payroll setup
is complete, and you have downloaded the latest tax tables (not required in the sample file for
this chapter), you are ready to process Payroll.
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Selecting the Employees to Pay

COMPUTER PRACTICE
Step 1. Click Pay Employees on the Horme page. The Employee Center opens with the Payrolf
tab selected and the Pay Employees section highlighted. (Figure 11-4)

Step 2. Click the Start Scheduled PayroH button.

L TR

%ﬂ Service ‘) Leaming Resources

Process Payrolby... ...for Payroll Schedue  ...and Pay Period ... with Check Date
% 12{16{2015 Semimonihly 1200172015 - 12]15/2015 12/16

[ Relateg Payrob Activities v | { Unschedued Payrol | [ Start Schedhied Payrol.., |

Figure 11-4 Pay Employees Section of Employee Center

Step 3. The Enter Payrolf Information window opens (Figure 11-5). Leave the default dates in
the Pay Period Ends and Check Date fields.

The two date fields on this window are very important. The first one indicates the
last day of the pay period included on the paychecks, and the second one sets the
date of the actual paycheck. Make sure you always verify these dates before creating
your paychecks.

Important:

The check date on paychecks determines when the Payroll expenses show on all
reports. For example, if you pay Employees on the 16" of the month for wages
earned during the first half of the month, the reports will show the expenses for
that Payroll on the 16™.

Enter Payroll Review & Eveate Prict & Distribute
Information Payrhecks Paychacks
How do [ pay my employpes?
Payroll Information i
Payrol Schedule: Semimonthly PayPeriodEnds | |pis/mis[l] | BekAcownb (Cheding w. :
Employees Saected 1o Pay: 2 CheckDote | 12/16/2015 (Wi | ok Acount Balance: 70,210.31 f

: [ uheckat | [ openpaycheck Detat...

of Employes
J  Kati Reynolgs
o beke Mapki

e o BT Come

Figure 11-5 Enter FPayroll information window
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Step 4.

Click the Kati Reynolds link in the list of Employees to open the Preview Paycheck
window (Figure 11-6). Alternatively you can select Kati Reynolds and click Open
Paycheck Detail button.

The Preview Paycheck window displays the automatic deductions that QuickBooks has
calculated for the Payroll liabilities based on the tax tables and settings entered in the
previous chapter. Kati Reynolds is a salaried Employee and therefore receives Salary
Regular earnings.

Ttem Name Rate Hows WCCode  Customer:dob | Sick Avadable 0:00
Salary Regular 2,500.00 & Vocation Aval.  155:15
{3 sikAcoued
vac. Acoued 6145
o not acorue sckjvac
Tots: 2,500,00 0:00brs
Qther Payroll Items Employes Summary How are thess items calalated?
Ttem Name Rate Quantity | [ 1tem Name Amount i) |
401k Deduction -4.0% # |Salary Reguiar 2,500.00 57,500.00 4
Match 40 Lk 2.0% 1l |40 1k Deduction -100.00 -2,300.00 |
Medical Insurance -10.00 Medical Insurance -10.,00 -230.00
Federal Withholdng -225,00 4, 761,00
- |50cal Seasity Employee 0.00 -3,410,00
Medicare Employee 36,75 833,75
Company Summary How are these items calcilated? | CA - Withholding -115.83 -2,826.01
Ttem Name Amaunt YID | fcA - Disability Employes -85.00 690,00
Match 401k 50.00 1,150.00 ~
CA - Employee Training Tax 0.00 o003
Social Seaurity Comparty 155,00 3,565.00
Medicare Company 36,25 833.75 -
Faderal Linemployment 0.00 56,00 . | Check Amount: 1,923.92 |
Lsave EaEreviousj: i Save & Clope ; ] Enter netfCaiadate gross

Figure 11-6 Preview paycheck window for Kati Reynolds — your screen may vary

Note:

The tax withholdings shown in Figure 11-6 may be different than what you see
on your screen. Withholdings are calculated using the tax tables loaded on your _
computer. Some readers with different tax tables will see differences between !‘
their exercise file and the screenshots throughout this chapter.

Step 5. In the Earnings section, add a second line for Salary Vacation. Notice that the salary L
defaults to automaticaily split evenly between the two lines.
Step 6. Enter 85 in the Hours column for Salary Regular on the first line, and 3 in the Hours I

column for Salary Vacation on the second line (see Figure 11-7).

With salaried Employees, QuickBooks calculates the total gross pay for the period
(annual rate divided by the number of pay periods) and then divides that amount il
equally into each of the Earnings Items listed in the Earnings section. To track sick '
and vacation hours used, enter the number of hours for each on separate lines in the l
Earnings section, QuickBooks prorates the total salary amount to each line according
to the number of hours on that line.
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E_= N - f Ly =
Ttem Name Rate Hours WCCode  Customer:Job | |
Salary Regular 2,414.77| 85:00 - I
Salary Vacation 85.23 300 ]
.
To_tals: 2,500.00 88:00 tas

Figure 11-7 Earnings section in Preview Paycheck window

Step 7. Confirm that -4% in the Rate column next to 407k Deduction and 2% in the Rate

column next to Match 407k in the Other Payroll ltems section of the Preview
Paychecks window (Figure 11-8).

Qther Payroll Items ’

Ttem Name Rate Quantity |

40 1k Deduction -4,0% -

Match 40 1k 2.0%

Medical Insurance -10.00

Figure 11-8 Other Payroll items in Preview Paycheck window

Step 8.

Verify that your screen matches Figure 11-9 (tax items may vary). When finished click
Save & Next.

Kati Reynolds PayPeriod [12/01/2015 [} - [ 12/15/2015 [}
Eamings Use Direct Deposit  Class | o
Item Name Rate Hous WCCode Customer:lob | | sick Avainble 0:00
Salary Regular 2,414.77| 8s:00 + yacatonaval. 15215

Salary Vacation 85.23| 300 (3 sik rearued
" Vac, Acaued 6:45
73 Do not acerue sickfrac
-
Other Payrlliens 2500 S0 Employes Sunmary How are thest items coluated?
Item Name Rate Quantity 1 1tem name Amount Yy
401k Deduction 40% + | Salary Reguiar 2,414.77 57,414.77 «
Match 401k 2.0% {3 |saiary vacation 85.23 ss.sl
Medical Insurance -10.00 401k Deduction -100.00 -2,300.00
Medical Insurance -16.00 230,00
« | Federal withhoiding -229.00 4,761.00
Social Seauity Employee 0.00 <3,410,00
Comipany Summary How are these jtems caboulated? | Medicare Employee -36.25 433,75
Ttem Name Amount YID _ CA -Withhokding -115.83 2,526.01
Match 401k 50,00 1,150.00 ~ |CA - Disabiity Employee -85.00 90,00
€A -Employee Training Tax 0.00 0.00
Social Security Company 155.00 3,565,00
Medicare Company 35,25 833.75 -
Federal Unemployment 0.00 56,00 . | Check Amount: 1,923.92
[ save & previous | (sveagore ] [ came, J[  meb ] D3enierneicaabstegos

Figure 11-9 Preview Paychecks window after data entry — tax items on your screen may vary

Step 9.

Step 10.

The Preview Paycheck window of the other Employee, Mike Mazuki, opens (Figure
11-11).

Notice that Earnings section is set to Hourly Regular and 80 hours. The number of
hours is automatically set from the previous paycheck.
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Note: :

If the default setting was set up to Use Time Data to Create Paychecks (see page
324), QuickBooks would fill the Earnings section of the paycheck with data
entered in the Weekly Timesheet. An example is shown in Figure 11-10. You can
override any of the information that was automatically copied from the
timesheet. However, any changes you make here will not change the original
timesheet. If you discover errors at this point, you might want to cancel out of
the Create Paycheck window, correct the timesheet, and then recreate the

paycheck.
IemName | Rate ! Hous | Customer:dob ! Class | Serviceltem
Hourly Regular 24,00 | 10:00 |Garrison, John:Kitchen  |San Jose Design A
Hourly Regular 24.00 8:00 San Jose
Hourly Regular 24.00| 36:00 |Young, Billiwindow Re... |Walnut Creek Labor
Hourly Regular 24.00| 18:00 |Mason, Bob San Jose Design
Hourly Regular 24.60 8:00 Walnut Creek

Figure 11-10 Example Earnings section of the Review Paycheck window including Timesheet data

Step 11, Verify that your window matches Figure 11-11 (tax items may vary) and press the
Save & Close button.
Mike Mazuki PayPesiod | 1201/2015 (8]
Ttam Name Rate Hous WCCode  Customer:lob | Sick Avadable 69:00
Hourly Regular 24.00| s0:00 ~ vamtonaval.  185:15
(3 sickacoued 300
Vac. Actrued §:45
[T Do ot acaue skkjvac
Totaks: 1,920.00 G000 Fs
Qther Payroll tems Employee Summary How are these items colulated? i
Ttem Name Rate Quantity [ | 1tem Mame Amount )
401k Deduction -4.0% | Hourly Regular 1,920.00 44,160.00 +
Malch 401k 20% 3 [ 01k Deduction -76.80 766,90 ]
Medical Ensurance -10.00 Medical Insurance -10.00 -230.00
Federal Withholding -145.00 -2,851.00 i
« [Soda Seasity Employee .00 -2,618.88 i
Medicare Emplayee -27.84 640.32 4
Company Surmary How are these items caladated? [CA - Withhoiding £2.57 -1,561.21 i
Item Name Amount YD CA - Disability Employee 65.28 520.92 :
Match 401k 33.90 §83.20 ~ o
CA - Emplayee Training Tax 0.0 W HIE i
119.04 2,737.92 : :
27.84 640.32 - :f
0,00 56.00 . [ Chedk Amount: 1,532.51 | i
[oowengme | [ camd ][ . tep | [Denterneticaaitegos :
. - - - &
Figure 11-11 Preview Paycheck window — tax items on your screen may vary )

Step 12. Click Continue in the Enter Payroll Information window. The Review and Create _
Paychecks window appears.
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& Revi

| Open paychedk Detat... |

aychecks
Enter Payroll Review & Create Print & Distribute
Inforraation Paychecks Paychecks
How do I pay my employegs?
Payrol Information
Payroll Schedue: Semimonthly Pay Period Ends *12;15}'201!’. EI Bank Account: Eéheduw o v
Number of Paychecks: 2 Check Date 2127,7‘15;20157;?1 Bank Account Balanca: #,910.31
Paychedk Options
'@ Print paychedks from QuickBooks .1 Assign check numbers to handwritten checks Explain Printing Ootions
ArstCheckNumber 6057 ] Printing Preferences

Employee Gross Pay Taxes Deductions NetPay Employer Tax Contributions Total Hours Dect Dep. ] .
Kati Reynokls 2,500.00 -466,08 -110.00 1,923.92 191,25 50,00 88:00 -
ke Mazuki 1,920.00 -300.69 -86.80 1,532.5i 146.88 33.40 80:00 E_|
-
+4,420.00 -766.77 -196.80 3,456.43 338.13 B3.40 168:00 '
Frnizes T

Figure 11-12 Review and Create Paychecks window

Step 13.
Step 14.

Click the Print paychecks from QuickBooks opticn under Paycheck Options.

Verify that your screen matches Figure 11-12 (taxes may vary) and click Create
Paychecks, The Confirmation and Next Steps window appears. Leave this window

open for the next exercise.

Printing Paychecks

When you're finished creating all of the paychecks, QuickBooks displays the Confirmation and

Next Steps window (Figure 11-13). From this window,

Enter Payrolt Review & Create Print & Distribute
Information Paychecks Paydchecks
4@ Youhave successiully ceated 2 paychecks:
2 for handwritten checks
€  for Direct Deposit Learn more
Next Steps:
1} Print your paychedks or pay shibs.
Explain

[ PritPaycheds | | print Pay shia |

2) Distribute the paychecks to your employees.

{ ] Do notadvance the dates of this payrol schedule in the Payrod Center

Figure 11-13 Confirmation and Next Steps window

you can print paychecks or print pay
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COMPUTER PRACTKE
Step 1. Click the Print Paychecks button on the Confirmation and Next Steps window.

Another Way:

If you want to print the checks after you have left the Confirmation and Next
Steps window, select the File menu, select Print Forms, and then select
Paychecks.

Step 2. Enter 6057 in the First Check Number field (see Figure 11-14), Click OK.

Select Paychedks to print, then dick OK.
There are 2 Paychedss to print for $3,456.43.

w : First Check Numher 5505_7_

+ Date Employee Amount
[ F (120162015 Kati Reynolds 1.923.92 o
[ [12716/2015 Mike Mazuki 1,532.51 |
I

. Show: @ Both ) Paychecks ¢} Direct Daposit

Company Message to be printed on all paystubs:

E J— o e s

Figure 11-14 Select the paycheckS to be printed.

Step 3. In the Print Checks window, QuickBooks lets you know that there are two checks to
print and gives the total amount of those checks (see Figure 11-135).

You can also select the check style in the Print Checks window. Select Voucher as
your choice of check style. When you use voucher checks, QuickBooks prints the
paystub information on the voucher portion of the checks.

Note:

For this class you’ll print on blank paper instead of real checks. When you're
printing on real checks, make sure to load the checks into the printer before you
click Print.

Tip:

It's best to use voucher checks for Payroll. Make sure your checks are oriented
correctly in the printer. With some printers, you feed the top of the page in first,
and for others you feed the bottom in first. With some printers, you need to
insert the check face up, and with others, you insert it face down.
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f—r‘,"m“,. L - T e w TR e § ,'-._,‘4;5_"/::4%2:‘@?5.’_'._1‘!"{}
You have 2 checks to print for $3,456,43
| settings | Fons | parbalPage | N

e e -

Printer type: - Page-oriented [Single sheets) v!

Note: To instal additional printers or to change port
assignments, use the Windows Conbrol Panel.

Number of coples:’ 1
[7] Colate Sgnature
] Print company name and address,
Cuselogo

] Print Signature Image

Figure 11-15 Print Checks window

The paycheck and voucher pay stubs for Mike Mazuki are shown as printed on blank paper in
Figure 11-16.

12162015
Mike Mazik 153251
One Thousard Five Hundred Thirty-Twee and 511109
Mike Wazuki
123 Hillcborg Lane
Wainut Creeh, CA 84569
Pay Panod: 12012015 - 11572015
=71 ok NS ETT
A Y 3 ] Waries Ahaed TG TooHi ] FREZACAID
Pay Perod 12O - AT PayDize. 15182013
HOSEY SEQUN 5] ﬁﬁ—%—‘ 43,750.00 . e 3
BENcEons AT G Ormal VDArowt UERETE 55 BIE
TRTRET TEN TR
Fite L] SIEETO0
Feoera WDy .
508t SEAITy ET0CT 1% -2EIERE
mag;'qu g 51
wanaang w257 -4,565.21
CA - DYREN 1) Engropie LR -526.53
B —
ASIre's O NE.PE U DAt
e rawrce. a0 23000
NPy 1828 EELE
P Trwe OT TS Usad At
e s
Vaoae 15815 "

Figure 11-16 Mike Mazuki's paycheck

Step 4. Verify the printer settings and then click OK. Click OK on the Print Checks -
Confirmation message.

Step 5. Click Close on the Confirmation and Next Steps window,

Printing Pay Stubs

If you don't print checks from QuickBooks, you can still print pay stubs for your Employees
on blank paper.

Note:
You can print pay stubs at any time, even after you have printed the paychecks.
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COMPUTER PRACTICE
Step 1. Select the File menu, then select Print Forms, and then select Pay Stubs (see Figure

11-17).
Step 2.

Leave the default date of 12/14/2015 for the beginning date and 3/13/16 for the
thru date for the pay stubs to print. Paychecks dated in the date range you specify
will show in the list.

. Select Pay Skubs, then cick Print or E-mad,
 There ara 2 Pay Stubs to print for $3,456.43.
i / Date Employee Amount Pregew .

J 112M16 1 1,923.99) . J
' 1271672015 Mike Mazukd 1,532.51 SelectAl ]

Show: @: Both _ Paychecks £~ Dypect Deposit

Company messoge tobe prted onallpay stbs: e

Lopmt  J[ gma ] (e J[ re ]

Figure 11-17 Select Pay Stubs window

Step 3.

Click Preview to see what the pay stubs look like when they print (see Figure 11-18).
QuickBooks prints one pay stub per page.

£

Aradumy Firapragky Pagre) Freesuing Clnprar
1985 CeenryRead
Brwtom, CA 433

e

Figure 11-18 Print Preview of a pay stub

Step 4. After previewing the pay stub, click Close to print the pay stubs. If you wished to
print, you could print the pay stub from the preview window.
Editing Paychecks

If you find errors on paychecks, you can edit, void, or delete the paychecks. However, be
careful when you do any of these actions because changing transactions may adversely affect
your records. When in doubt, ask your accountant.
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Note:

If you edit a paycheck that you have already printed, make sure your changes
don't affect the net pay amount. Also, if this Employee has other paychecks
dated after this check, the changes you make may invalidate the tax calculations
on the newer checks. It’s best to avoid editing, voiding, or deleting any paycheck
except the most recent paycheck for each Employee. If you're unsure about any
adjustments you need to make, check with your accountant.

It’s not considered good accounting practice to edit paychecks after they've been printed and
sent to the Employee. However, it is possible to edit paychecks in QuickBooks, even after
they've been printed. Editing paychecks should only be done if you haven’t sent the paycheck
to the employee.

COMPUTER PRACTWCE

Step 1. From the Payroll Center, select the Related Payroll Activities button, Select Edit or
Void Paychecks from the drop down menu.

i [ EnterJune e ﬁ- amwm ¥ Learviag Resowrces »
" Emgoyees ] Transactions | Payroll |
|| sobertotion statuses 3 mzzwuby...” .;.ﬁrpmﬁ_sdﬁ__;i}!-;”-: s
[{[ 9 somete pcroumt - ' Tk~ #| ChooseEditor
| S k] oo, sy | VOl Payohocks.
: ’ __Edit o Void Paychecis ) .__E
3 | Add or Ed# Payroll Schedutes
o | Create Terminstion Check
: G pecember-z0s [ Method
l S Mo T': W: 11'; F'* S: ' : 020116  |Upcoming  |Federal 9+ el m
17 7 !
Figure 11-19 Edit Paychecks in the Payrolf Center
Step 2, Set the Show paychecks dates from to 12/01/2015 and the through date to

12/31/2015. Then press Tab (see Figure 11-20).

Important! Avoid cosy mistakes, Voiding paychedcs cannot be undone. The only cammon reason to vold a payched is if you
aeated it by acodent. Other stuatione should be handied differently. Tel me how g hande other $4abons.

[ snowpaychecadstes wom (1200172015 [} evoush 123172015 [M]  Sonty [ParcheckDate x|

Paycheck Date Check No.
o 1Rv015

H ) Youmayedior vod this chedc. IF you have aiready grven the check to the exrglovee, use the Lok et Pay fesbre when
. editing to ensure that you don't change the total wages or net dheck amount. .

bt o v [ |

Flgure ] 1‘-20 Edrr/Vo:d Paychecks wmdow

Step 3. Press Tab to leave Paycheck Date in the Sort By field.
Step 4. Highlight Mike Mazuki’'s paycheck dated 12/16/2015 and then click Edit (see Figure
11-20).
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345

Bl

T e — |
Bark Account [Chedang "

o Endng Balance

Date |2/16/2015 i
$ 1,53251 i
wexana po |

{_ To be printed

Paycheck Summary
Eamings 1,920.00 PayPeriod 1201/2015 - 12/15/2015
Additors 0.00 Hours Worked  80:00
Taxes -00.69
Deductions -86.80

ﬁgufe 11-21 C!iék 'Pralychéc-k bétail to edit the Items on the paycheck

To edit the Items on the paycheck, click Paycheck

button.

To edit the detall of
the paycheck, click
the Paycheck Detall

Detail (see Figure 11-21).

N 'gﬁégi&g;ﬁmﬁg}?}r};ﬁ??;‘_aw:{ RN S ' IR .'ﬁi'i‘i'!v
AL i i R =
Pay Period  12/03/2015 (] - 12/15/2015 [i]
e You can only modify (_UscDrectDepost Closs sandose v |
Ttem Name Rate flelds with a white [ 69:00:
Houry Regor background. pon Avall. 185015
300
Yac. Acaued 6:45
‘ ) ‘ [ Do not acarue sickfvace
Totals: X 80:
QOther Payrol Items o 1920.00 00 hes Employee Summary How are these items caladateg?
[ ttem Name Rate Quantity ] [ 1temName Amount Yo
201k Deguction 4.0% + |Hourty Regular 1,920.00 44,160.00
Match 401k 20% {71 |401k Deduction -76.80 -1,766.90 ]
Medical Insurance -10.00 Medical Insurance -10.00 -230.00
Federal Withholding 145.00 2,851.00
« |Sodial Searity Employee 0.00 -2,618.88
Medicare Employee -22.84 640,32
Company Summary How ar se il ted? [ CA - Withholding -62.57 1,561.21
["ttem Name Amount ) CA - Disabiity Employee £5.28 529,92
Match 901k .40 883.20 -
CA - Employee Training Tax 0.00 0.00 i
Sodal Seaity Company 119.04 2,737.92
Medicare Company 27.84 640.32 -
Federal Unemgloyment 0.00 %6.00 . |cCheck Amount: 1,532.51 |
[ . oK | [ Cancel _] é Help ] @ lockNetPay . Unlock NetPay [ | Enter net/Calailate gross
Figure 11-22 Any of the fields with a white background can be edited,
Step 6. Change the Class field in the upper right corner to the San Jose class.
Note:

You can edit only the fields with a white background on the Review Paycheck
window. To edit the year-to-date amounts, use the Adjust Liabilities window, or
override the amounts on a future paycheck for this Employee.

Step 7.
to leave the Edit/Void Paychecks window.

Click Cancel and then click Save & Close to leave the check unchanged. Click Done
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Another Way:
You can also edit a paycheck by double-clicking on the paycheck in the checking
account register and then continue from Step 5 above.

Paying Payroll Liabilities

Paying your Payroll liabilities correctly is a critical part of maintaining accurate Payroll
information in QuickBooks.

When you pay the liabilities, don’t use the Wrile Checks window because doing so won't affect
the Payroll Items. It also won't show the liability payments on tax forms 940 or 941. To
correctly pay your Payroll liabilities, use the Pay Liabilities section of the Payroll Center
window.

The accounting behind the scenes:

You must use the Pay Liabilities feature to record liability payments. Payroll
Liability payments decrease (debit) the Payroll liability accounts in addition to
reducing the balance due for the Payroll Items. If you don’t use the Pay Liabilities
feature, QuickBooks won't track your payments in the liabilities reports or tax
forms such as the 941.

Note:

The IRS publication, Circular E, Employer’s Tax Guide, specifies the rules for when
your Payroll taxes must be paid. Depending on the size of your Payroll, you will
be either a “Monthly” depositor or a “Semi-weekly” depositor. Monthly
depositors are required to pay all Payroll Liabilities by the 15" of the month
following the Payroll date. Semi-weekly depositors are required to pay all Payroll
liabilities by the Wednesday after the Payroll date if the Payroll date is
Wednesday, Thursday, or Friday, and are required to pay all Payroll liabilities by
the Friday after the Payroll date if the Payroll date is Saturday, Sunday, Monday,
or Tuesday.

COMPUTER PRACTICE

Step 1. Click the Pay Liabilities button on the Home page. The Payroll Center opens with the
Pay Scheduled Liabilities section highlighted.

Step 2. Place checkmarks next to the two Liabilities due on 02/01/2016 (Figure 11-23).
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[| G e Tne & ot~ B thy Papsolervice 7 Learrieg Rasources S ! :
| mployees | Transactom | Payrolt i i I148
Sebscrition Statasey 3 Frocss POl . _ofx Poy Shecke . Pay raed ot Check Date- | !

W Sangle Acoount Pay i :
|
7 DwDsie Suna  Pament Mefod  Peiod AmcuntDue | ;
O, esmier-zms B PR e g
1 2 3 4 5 i
R s . |
Ban s LN Labllties
7A B ™A 3
Totel Sefected lema:  7,130.85 3 I
5u Ho Tu ‘E_ ﬁlj!r Sa I
3 4 5 6 7 ; g o prepare your pavicd forms, ‘
W 1112 13 14 15 16 E‘g
17 18 38 20 1 2 5B 1
HxxoanN File Tax 3 |
]
B T — . .
- P e . i £

Figure 11-23 Payrolf Center i i

E

Step 3. Click the View/Pay button.

Step 4. The first of two Liability Payment — Checking windows opens with the fields entered to

No. To Print

Date 12/15/2015 .
Pay to the Order of EFTPS LA § 5,802.52
l_—“,emwﬁmtmedmnwmttttttttt*t*tttttt*xststatm
EFTPS
=i

Period: 10/01/15 - 12/31/15 Howdslepay? . Epayment @ Check

I Expenses $0.00 | Payrolt Liabiities $5,8D2.52 | To be printed
payroll Item Amount Mefo Class ]
Federal Withholding 2,019.00 -
Medicare Company 384.54
Medicare Employee 384, 54
Soda! Security Company 1,644.24 -
(e ) (mwagen ) (coes

Figure 11-24 Reviewing the liability check before saving
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Note:

QuickBooks allows you to modify the amounts in the Amount column of the Pay
Liabilities window but you should avoid this if possible. Discrepancies here
indicate incorrect Payroll calculations or misapplication of prior liability
payments. These situations should be corrected at the Payroll Item or transaction
level to avoid repetition of the same errors in the future. Instead, if you need to
make a small change to the amount you're paying (e.g., adjust for rounding),
enter an adjustment on the liability check using the Expenses tab. If you
consistently have trouble in this area, contact your accountant or QuickBooks

Pro Advisor for help.
Step 5. Click Save & Next. The second Liabilities Payment — Checking window opens.
Step 6. Click Save & Close. The Payment Summary window opens.
Step 7. Close the Payment Summary window.

BankAccont Cheding ] Ending Balance 70,651.36
MNc. ToPrint
Date 12/15/2015 .
Pay to the Order of Employment Development Dapartment - $ 1,528.33

mmmmmwg[ﬂtwss}m‘-‘l-‘3‘tttt-tt.tt‘t‘tm

- Period: 10/01/15 - 12/31/15 Howdolepay? . Epayment @ Check
- [Expenses ~ $0.00 | Payroll Liabilities. $1,526.33 | [¥] To be printed
: Payrofl Item Amount Memo Class |
CA - Withhalding 1,134.95 -
'CA - Disabiity Employee 393.38 I

Figure 11-25 Employment Development Department Liability Payment window
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Tip for correcting Payroll liabilities: T
If you find an error in the amount that QuickBooks suggests you owe, it could be-
for several reasons. For example, if your state unemployment rate has changed

in this period, the amount due may still be calculating at the old rate. In this
case, the Payroll Item needs to be corrected and a Liability Adjustment could be
made to correct the period in question. Another reason Pay Liabilities accruals
may appear wrong is that prior payments were not made through Pay Liabilities
or were dated incorrectly in the Payment for Payroll liabilities through field. In this
case, the payments may need to be created with the i improper payments voided.
Finally, you could check each paycheck to see which one created the error.

When you find the erroneous paycheck or paychecks, modify the Payroll Items
on the paycheck. Of course, if you've already printed the paycheck, you should
never make adjustments affecting net pay. Instead, use the Adjust Liabilities
function, or make an adjustment on the next check for the affected Employees.

Step 8. Display the Checking account register by double-clicking it in the Chart of Accounts
list.

Notice the transaction type is LIAB CHK, as shown in Figure 11-26 (you may have to
scroll to see it). The LIAB CHK transaction is the only type of transaction that properly
records payment of Payroll liabilities. That’s because LIAB CHK transactions record the
details of which Payroll iiabilities and Payroll items are paid by that check and the
date they are relieved. Any other type of payment can’t lower the balance due
shown on the Payroll Liabilities Report.

» | @Pnnt I@Ednﬁammon EchkRepurt .Downlnadﬁlnkmm
[ twumber . Fayee L pament v T Desost | sl | |
i Twe Account Hemo 7 I i
6056 Mike Mazuki 1,474.08] 79,910.31 ~
pay o |-spiit
Ta Print IEFI'PS 5,802.52 40779
-spit- 00-7304153
Employment Development Department 1,528. 33I 72,579.46 :
9B7-6543-2 ¢
Kati Revmlds 1,9:».1.91' 70,655.54 1§
St -
Payroll Llabllity payments show 69,123.03
In the register with the
transaction type LIAB CHK. (Reserd ) (e ] |

ngure 1 1 26 A Payroﬂ liability payment in 1 the Check Register -

Note:

If this is the first time you record a liability payment after setting up your data
file, there will probably be balances due for Federal and State Payroll taxes on
your start date that do not show in the Pay Liabilities window.

Creating Payroll Reports
Payroll Summary Report

There are several reports that you can use to analyze your Payroll. The Payroll Summary Report
shows the detail of each Employee’s earnings, taxes, and net pay.
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COMPUTER PRACTICE
Step 1. Select the Reports menu, then select Employees & Payroll, and then select Payroll
Summary.
Step 2. Leave the date range from 10/01/2015 to 12/15/2015 and press Tab.
Payroll Summary To modify the
October £ through Dacambaer 15, 2015 columns on this
Wati Reyniokds Mo Mazuki breport, click
oHours ¢ Rate «Oclt-Deci5, 15 o Hours o Rate oOctd.Deci5, 15 © Hours = Eaf
Employse Wages, Taxes and Adjustments
Grosa Pay
Salary Reguisr » 12,500.00 4 w00 12,500.00
Rourly Regular 000 0 2400 9,600.00 w0 9,600.08 i
Tatal Gross Pay 12500 wp 9,600.00 0 XTI
) Deductions trom Grass Pay }
. 401k Daductian -560.00 +384.00 00 3
: Totsi Deductions feom Gross Pay -560.00 _ -334.00 . £84.0¢ ;
| Adusten cross ey 12,000 060 00 9.216.00 400 2,21500 :
| Taxes Withheid l
Eedersl Withhoiding -1,030.00 815,00 84500 -
Medicare Empioyee 48175 -130.20 a04s
Sacis) Securily Employee 7500 59520 A0
CA - Withhalding £15.95 340,80 05658
CA - Disability Employew 31450 105,80 4310 L
Totat Taxea Withseld 273870 ST95E0 453530 |
€|
Deductions from Meid Pay :
Madicai insurance -50.00 -50.00 10008 |
Totat Daductions from Het Pay 50,00 —_ :50.00 _ 0000
|| werpay 290,30 w 237040 “w mewr
Taxon and G :
Federsl Unemployment 2.00 0.00 200 E
Medicare Company 181.25 13330 32045
Social Security Company 775.00 £95.20 1,370:20 §
CA- Unemployment Company o.00 0.00 o0 L
Match 401K 250.00 192.00 200
CA -Employee Training Tax 6.00 0.00 et X
Tolad Taxes and C 1,206.25 32640 243165 ;L-
= = =
e e B e S N B !

Figure 11-27 Payroll Summary Report

The Payroll Summary Report (see Figure 11-27) shows columns for each Employee, along with
their hours and rates of pay. If you want to see more Employees on a page, you can customize

this report not to show the Hours and Rate columns.

Step 3. Click Customize Report at the top of the Payroll Summary report.
Step 4. Clear the Hours and Rate boxes and then click OK (see Figure 11-28).
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Daplay |
Report Date Range
Dates fThls Calendar @_t&;ﬁ-date - From the first day of the curent quarter through today
Fron [ 01/2015 ] 1o (127151015 [}

To see more Employees on
the Payroll Summary by
Employee report, customize

Columns
’ PN : the report and clear the
- Display cokmns by ; Employee v laguss the top, Hours and Rate boxes.
Add subcolumns for
PreviousPeriod T | Previous Year {7 Year-ToDate
e s I
) $ Change I_ 5 Change % of YID A s [ Rate
71 % Change i 4% Change

Figure 11-28 The Modify Report window

Step 5. Your report will now look like Figure 11-29. To print the report, click Print (or press
Ctri+P).

 Custopjee Report | _{share Templote ) [ bemorige | Pring J £ » J Exce -
HDates | This Calendar Quartes to-date = | From ; 1001/2015 [ 7o [ 127152015

Academy Photography Payroli Processing Chapter

Payroll Summary
COctober 1 through December 15, 2015
+ Kati Reynolds ¢+ Mike Mazuki ¢ TOTAL *

Employee Wages, Taxes and Adjustments

Gross Pay
Salary Reguliar 12,500.¢0 GO0 12,500.00 4
- Hourly Reguiar 040 9.8006.00 9,600.00
i Total Groee Pay 12,500.00 9,600.00 2210000

Peductions from Gross Pay

, 401k Deduction -500 46 -354.00 -B84.00
M Total Deductions from Gross Pay -500.40 -384.00 -B84.00
Adjusted Gross Pay 12,000.60 9.216.00 2%,216.00

Taxes Viithheld

Federal Withholding -1,030.40 -£15.00 -1,845.00

Medicare Employee -181.2% -139.20 -¥20.45

Soclal Security Employee -775.00 +595.20 -1.370.20

CA - Withhokding 61595 34060 -956.55

CA - Disatility Empicyes -137.5¢ -105.60 -243.10

Total Taxee Wilhhsid 27370 -1,785.60 -4,535.30
Deductions from Net Pay

Medicafingurance -50.40¢ -50.00 -100.00

Total Deductions from ket Pay -50.0G -50.00 -108.60

Net Pay 9,210.30 1,37040 16,580.70

Emptoyer Taxes and Contributions

Federal Unemployment Qa6 o00 400
Medicare Company 18125 132.20 32445
Social Security Cornpany 77500 £55.20 1,37¢.20
CA - Unemployment Company 0.00 0.00 4.00
Match 401k 250.00 192.00 442.60
CA - Employee Training Tax .00 000 @.00
Total Employer Taxes and Contributions 1,206.25 926.40 2,132.65

Figure 11-29 Payroll Summary Report without hours and rates
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Sales Rep Commissions

_ If you pay commissions to your Employees, you can create a Sales by Rep Summary or Sales by
18 Rep Detail report to help calculate the commissions due.

COMPUTER PRACTICE

Step 1. Select the Reports menu, then select Sales, and then select Sales by Rep Summary
(see Figure 11-30).

Step 2. Leave the date range from 12/01/2015 To 12/15/2015 and then press TAB.

Important:

The Sales by Rep Summary or Detail report requires you to first tag each sale with
the Employee who gets credit. To set this up, modify your Invoice and Sales
Receipts template to include the Rep field. In the Rep field on each sales form,
make sure you enter the initials of the Employee who gets credit for the sale. The
Sales by Rep report will show the total sales for each sales rep.

T T, STy

1l Salesty mat e ol ME -

| [htedty Report... |_ Memige... | P ) ol +| Export.. | [P egrer  Cotogpe ] [ v
Dotes |ThsMonthiodate v From | 1201/2015 (@] To {12/15/2015 B colume [Tatninely

report therefore shows sales recorded on
Sales by Rep Summary involces, even if the customer has not
Accrual Basis December 1 - 15, 2015 paid the Inveice. If you want to show only

AWgraphy Payroll Pfocessing?ﬁ.rhe report hasls s set to “Accrual.” The

o Dec 115,16 ¢ sales for which the company has received
Mike Mazuki ) 271797 4 payment, change the basls to “Cash” on
Ho sales rep 1100.97 this report and memorlze for future use.
TOTAL 3,518.94

Figure 11-30 Sales by Rep Summary report

Payroll Liabilities Report

‘ | The Payroll Liabilities Report is used to track the status of your Payrol! liabilities by Payroll
' \ Ttem.

' COMPUTER PRACTICE

’ Step 1. From the Reports meny, select Employees & Payroll, and then select Payroll

‘ Liability Balances.

| Did You Know?
QuickBooks Payroll does not offer state forms for its Standard Payroll service.
Even with the Enhanced Payroll service, not all state forms are supported. See

http://www.quickbooks.com/taxforms for supported state forms.
Step 2. Leave the From date to 01/01/2015 and the To date to 11/30/2015. Then press Tab

(see Figure 11-31).

w Payroll Processing — Creating Payroll Reports




Payroll Processing — Creating Payroll Reports 353

{Dates ~ 7 vl From ouumo:sf!l To 12072015 [} Cobmgs Month v iSort By  Defaut
Academy Photography Payroll Processing Chapier
Payroil Llability Balances
January through Hovember 2015
¥ o Jant5 ¢ F8D1§ ¢ Maris o Apr1S o Mey1S o Juni8 o _JulfS + _AugiS o Septf o Octis o Movis +BALANCE: |
Y Payrol Llaitins 3
i Federsl Withholding [ ] 004 $5800 -B81.00 B55.00 65800  -1.316.00 B58.00 658.00 -1,315.00 558,00 £58.00 1.38.00
Medicars EFmployes B4.09 2818 49227 12818 12818 25638 12858 12818 -258.36 12818 2816 2636
$0cl Securty Employse Zrane  SE0E B2 SAB0E Se0R 109635 G848 S4B.08 105616 GaBOB SeB08 109616
Federat Unempioyment 3536 earz 10208 .00 L] (1) 0.00 [} 0.00 W@ a0 200
Wedicars Company 84,08 12816 A227 12818 12818 25636 12858 12818 25635 12848 12818 25636
Sociat Sacuriy Compeny 04 MEEE B2 SABE  SAAG6 109648 B4BB8 54808 (09606 G4B08  S4B08 109816
CA - Withhoiding 19531 38262 573§ 39262 1R262  -ES24 382E2  3ERE? 7S 3A262 MR2EZ 7SS
CA - Dinsbiity Employes 4462 972 Rty 3 aT24 9724 194 48 ST 24 oF 24 154 48 8724 aH 1A
CA-UnemploymentCompany 23205 43785 48956 0.6 0.6 0.0¢ [ 600 t.00 st 06 08¢
CA - Employes Training Tax 200 e Q08 0.00 008 008 080 000 0.00 £.00 a.00 0.00
A3k Beduction 174.80 35360 353165 8360 I5IEL 6360 35380 53 R0 5360 35380 ISIE0 371280
Match 1k £8.40 17580 75 80 176.80 176.80 176.86 17680 176.80 176.60 17580 11680 1,855 40
Total Payrofl Lisbilitiex LITIAD 352635 ASTTAE 302078 302078 445008 302028 3008 A4S0 LU20IE  JONIE 1054088

Figure 11-31 Payroll Liabilities report

Note:

The To date field at the top of the Payroll Liabilities report is very important. It
tells QuickBooks to report on Habilities for wages paid through that date. Even if
liabilities have been paid after the To date, the balances in the report reflect the
payments. For example, even if you paid February’s Federal liabilities in March,
the report above would show zero balances for the Federal liabilities in the Feb
15 column (note that the number 15 refers to the year). Therefore, this report
really shows your unpaid liabilities for paychecks created before the To date.

Step 3. If you want to see the total unpaid balances oniy, select Total only from the Cofumns

drop-down list. See Figure 11-32.

Tip:

If you are a semi-weekly depositor, select Week from the Columns drop-down
list. The report will then provide a breakdown of your Payroll liabilities by week
instead of by month.

Figufe 11-32 Payrdﬂ Lr‘abﬁftr‘es report showing total unpaid accruals only

COMPUTER PRACTICE

You can filter the report to show only certain liabilities. For example, if you only want to see
the Federal liabilities, follow these steps:

Step 1.

Dates Custom v From Lomuzoﬁ[i] To. nm.rmsn Cohunees ﬂoucdv . v BBy
Academy Photography Payroll Processing Chapter \
Payroll Liablllty Balances S~
January through Hovember 2015 By setting the
© BALANCE » columns to "Total
Payroll Liabiiities )
Fetlaral Withhoiding » 131600 4 only‘ here, you
Medicare Employee 26638 can print a report
Saciat $ecurity Emplayee 1.098 18 showing Just the
Fedsral Unamployment 2.00 total bal P
Medicere Company 256.38 0 alance sor
Sotist Security Company 1,098.18 each Payroll
CA . Withholding T65.24
CA - INaabiity Emplayee 194,42 "ﬂb"lty ltem.
CA - Unemployment Company .00
CA - Employse Training Tax 2.00
401k Deduction LTIZ80
Match 401k 185640
Totaf Payrof Liabilities 10,549.98

Click Customize Report and then click the Filters tab (see Figure 11-33),
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Step 2. Scroll down the Filter list on the left side of the window and then select Payroll item.

Step 3. Select All Federal from the Payroll ftem drop-down list in the center of the window
(see Figure 11-33).

T T T T T e T T R e T
Wﬁm Paroli Lsel;blﬁty Balances : TR SR

| Dy | Hites | Headerfooter | Fonts &Numbers |

Choose Filter Current Filter Choices

Fiter | Payrofi Ttem Filter Setto

Pay Period End... + ol lAccount AN habiities

v iz B Mkt © padThvouh lcustom

Posting Status [Payroli Ttem Al federal ]
Printed Status
Received —
Rep i
Sales Tax Code

Ship Date -

Remove Selected Fiter

Payrol Item Filter

Choose the types of payrol items or a spedfic payrol
item from the drop-down #st.

Figure 11-33 Payroll ltem filter for all Federal ltems

To give the report a new title to match the filtered content of the report, follow these steps:

Step 1. Click the Header/Footer tab.
Step 2. Enter Federal Payroll Liability in the Report Title field and then click OK (see Figure
11-34).

| | Display I Filters T Header/Footer l Fonts 8 Numbers

Show Header Information Page Layout
¥ Company Name | Academy Photography Pay... | gt Edit the report title to
Standard -] describe the contents

DReportTe  FederaPoychlitty |47 S <

of your filtered report.

/] Subtitle  January through Navember...| Tawe  Company

e T Liate i
Cloateprepared  [izjayjor | |
{7} Tame Prepared

{¥] Print header on pages after first page

Show Footer Information

PageNumber  Page1 v v et -
{¥] Exira Footer Line J} Extra Line

Print footer on first page

| | B

Figure 11-34 The Report Title field allows you to enter a new title

Step 3. Verify that the Columns field shows Total only.
Step 4. Close the report.

Payrofl Processing — Creating Payroll Reports




Payroll Processing — Preparing Payroll Taxes 358

> | From 010120158] To 1202015 W] cokmgs ooty v.sortByi

Academy Photography Payroll Processing Chapter
Federal Payroli Liability
January through November 2015

< BALANCE o
Payroll Liabiiities
Federal Withholding P 131800 4

Medicare Empioyee 25636 H
Socisl Security Employes 1.096.16 §
Fadoral Unemployment 0.00 r
Medicare Company 256358 :
Sockal Security Company 10916

Total Payrol! Lishilities 4,021.04

Figirre 11-35 Custom Repoft called “Federal Payroll Liabilities.”

Preparing Payroll Taxes

Paying Payroll taxes is an important part of Payroll processing. In the following section,
examples are shown for processing Form 941, Form 940, and W-2s as well as local and state
Payroll taxes. The following examples use the sample file used in the Payroll Processing
chapter.

Tip:

If you signed up for one of the QuickBooks Payroll Services, upgrade your tax
tables before processing Forms 941, 940, or W-2s. Any necessary changes to the
forms may be included in the most recent tax tables. You will not need to
update your tax tables to complete the exercises in the sample file.

Tip:

Be sure to use the Pay Liabilities window to create your tax payments prior to
creating your Quatterly and Annual Payroll Forms. The 941 will use these
payments for the Deposits made calculation. The 940 form computes your Federal
Unemployment Tax based on the 940 contributions, your State Unemployment
liabilities, and payments made throughout the year (if applicable). All of the
Payroll tax forms calculate automatically using the information on paychecks
and Payroll Liability payments.

Processing Form 941 and Schedule B

To prepare the Federal quarterly Payroll tax return (Form 941), follow these steps:

DON’T PERFORM THESE STEPS NOW. THEY ARE FOR REFERENCE ONLY.

1.  From the Home page, select the Process Payroll Forms icon.

2. Inthe Select Form Type window, the Federal form radio button is already selected. If we
were subscribed to the QuickBooks Enhanced Payroll service, the State form radio
button would be available as well (see Figure 11-36). Click OK.
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Payroll Processing — Preparing Payroll Taxes

Selact the type of form you want to prepare,
@ Federal form

© + State form 7 How do 1 add state pavrof tax forms?

ok 3 [ comenl ]

Figure 11-36 Select Form Type window

3.  Select Quarterly Form 941/Sch. B - Employer’s Quarterly Federal Tax Return in the

Choose a form you want to use: section of the Select Payroll Form window (see Figure
11-37).

4, Select Last Calendar Quarter in the Select Filing Period section and set the Quarter
Ending date to the desired date. Click OK.

Form WBnnua
Kyuiar terly Form 941°X - Adjusted Empioyer's Quartesly Federal Tax Retun ;
A Form 943-943A - Employer's Annual Federal Tax Retun for AgriadtralE... |

al Form 944-945A - Employer's Annual Federal Tax Retum :
2 Form W-2/W-3 - Wage and Tax Statement/Transmittal |

Selsct Fiing Period

Quarter {Last Calendar Quarter .|  Quarter Ending |09/30/2015 [®]

Figure 11-37 Select Payroll Form window
5. A Warning window appears prompting you to download the most recent tax tables.
Click OK.

6.  QuickBooks opens the Payroll Tax Form window titled Interview for your Form
941/Schedule B (see Figure 11-38).

7. Read the entire instructions and check the boxes that refer to your own company. Click
Next when finished.
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Tax Form for E!NI 00=-7904153 I \;

Interview for your Form 841/Schedule B =
Employer's Quarterly Federai Tax Return

Instructions: Use this interview 1o help yeu fl cut your Form 941 and Schedule B { # applicable;. !
* QuickBooks uses your answers to complete your Form 941,

Do youneed & Schedule B?
] Are you a semiweakly depositor OR a monthly depasilor required fo file ScheduleB? .. ... Oves O N
i Note: Only monthly depasitors accumulaling tax Nabliity of 100,000 or mote on any given day
\ in the reporting period are requiréd to file Scheduie B.
4 Check this box to print Schedule B regardiess of appficability ...................... 1 ot
. 5 i chout this forn Vi fl s . s Presdons ’N—a:l;.‘»;‘j
[ Save anaCiom, | [_SayemPDE.. | [Pénttor YourRecords.. | Check for Enors | | SubmiForm. ]

‘ (@] Autamatoaly creets n asctive when o or pint
R B

Figure 11-38 Payrolf Tax Form

Note:

Normally companies with large tax obligations use Schedule B to report their tax
liability on a more frequent basis. To determine if your company needs to file a
Schedule B, consult your accountant or Circular E, the Employer's Tax Guide,
(available on the IRS website at www.irs.gov),

8.  QuickBook displays Form 941 (see Figure 11-39). Most of the data on the form was taken
from your QuickBooks file. You can override some fields by right-clicking on them {such
as the name and address fields). When finished, click the Next button at the bottom of
the window.

Form 941 ’ Employer's Quarterly Federal Tax Return 201 U

i r&mmmuLm.umL Emplayer Kenlification Ho. (SN
1 | 00-7904183

Trade Hame (f any}

r] Academy Fhorography Payyoll Processing Chapter
‘| Address
1735 County Road
1 City State  ZIP Code
r Bayshore ca 94326

Repont for this Quarter of 2011 (Check ona)

| View detads fouy Vi g e piinting instnactions F“ Previons | ﬁw »
; [Sw.dﬂﬂme][ SmuPDLg {{Prink bor Your Records... | Ithkle!iud { Subwrk Foum.. ]

JAmMuedaanadweMmle-ﬂaupﬂ
FJgure 71-39 Form 941

Note:

Observant readers will notice that the Form 941 in Figure 11-40 is for the tax
year 2011, while the data is from the the tax year 2015. Forms for the tax year
2015 were unavailable at the time of this writing.

9.  Page 2 is displayed (see Figure 11-40). Verify that your information is correct and click
Next at the bottom of the screen.
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I | 00-7804153 Page 2 he

Pari2 — Tell Us About Your Deposit Schedule and Tax Liabilty for this Quarter

It you ate unsure sbout whether you are a monthly schedule depositor or & Iweekly schedule d Itor,
see Publieation 15 (Clrcular E), sectlon 11,
16  Select the state abbreviation for the state where you mads your depesits OR snter ‘MU if you

made your deposits in multiple states . A

17 Check one:

[  Line 10 on this return is less than $2.508 or line 10 on the refum for the preceding quarter was
less than $2.5600, and you did not incur o $100,000 next-day deposit obllgation during the current
quarter. !t you meet the ge minkmis exception basad on tha prior quarter and kng 10 for the
cunent quarter :s $100,000 or Imore. you must provide a record of your federal tax lizbility. If you

Ch

Vimw daleds pboad this foip  Yiew fling and et Lttt Pievion Head 372
SavcodChss | | SaveaePOF. | [Pirkfor You Recos.. | { Check b Eitons | [ Suiara Fom. |

o Automaticaly crealn an &rchive whan| s4is of prl

Figure 11-40 Payroll Tax Form, Page 2

10. Figure 11-41 shows the filing and printing instructions for Form 941. From this screen,
you can submit the form, print, or save as a PDF using the buttons at the bottom of the
screen. Click Save and Close.

«d Payroli TaxForm . . ’ o o s e =|’ @'-ﬂ‘
Fling and Printing Instructions FEDERAL QUARTERLY FORM 941/SCHEDULE B i‘
Address
1735 County Road

City. State, and ZIP Code

Bayshore, CA 94326 [ Click Print for Your
F Records when you

want to print out

INSTRUCTICONS FOR MAILING YOUR PI\JROLL TAX RETUEN

piease mail your retuzn to the following address by 11/02/2015: Form 941
Bahtofon J L oer
Sava ondCiosa | [ Saveas POF.. | | PantforYou Records.. | Check for Enort | [ Submi Form..

¥ Aulnmaticaly create an archive when | e-file o print

Figure 11-41 Filing and printing instructions for Form 941

11. The Next Steps window appears (see Figure 11-42). Read the information in the Nexf
Steps window and click OK.
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- NEXT STEPS
‘ If you have a payment due with this form:

f --Remember to create a payrofl fiability check to cover the payment.
' QuidkBooks does not record the payment in the register automatically,

1f you made any changes to the data in this form (e.g.: company address,
amount of tax paid):

—Remember to record the change(s) in the corresponding place(s} in
QuickBooks, QuickBooks does not record these changes automatically.

[ Don't show me ihis message again,!

Lo | [ te |

o
Figure 11-42 Next Steps window

QuickBooks saves your Form 941 and Schedule B as drafts. To review the tax forms again,
repeat Steps 1 through 5 and click the Open Draft button in the Saved Draft window when it
appears (see Figure 11-43).

: You saved a draft of the Quarterly Form 941/Sch, B form for the 07-01-2015 -
: 9-30-2015 fiing period. Do you want to open the existing draft or start
over and create a new form?

Remember; When you open a saved draft, Quiddooks does not reimport
data. If you made any changes to data in QuiddBooks that you need to
appear in your form, you should start a new form,

f openDraft ] | SartNewFom | | Canxel

Figure 11-43 Saved Draft window

Processing Form 940

QuickBooks prepares Form 940 which is used to report the annual FUTA tax. The process for
creating Form 940 is nearly the same as for Form 941. The IRS requires that you pay Form 940
taxes separately than the Form 941 taxes. You'll also print Form 940 on blank paper suitable
for filing with the IRS.

DON'T PERFORM THESE STEPS NOW. THEY ARE FOR REFERENCE ONLY.

1.  From the Home page select Process Payroll Forms.
2. The Federal form radio button is atready selected. Click OK.

3. Select Annual Form 940/Sch. A - Employer's Annual Federal Unemployment (FUTA)
Tax Return in the Choose a form you want to use: section of the Select Payroll Form
window (see Figure 11-44). Enter the correct year in the Year box and click OK.

Payroll Processing — Preparing Payroll Taxes
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F—yﬁa.{f@i AT G A o T T T TR T Rk M A AR
Feltc Bayrdil Fotm B
Choose a form
Choose the form you want to use:
‘Quarterty Form G44/Sc. B - Employer's TaRetun [

terly Form 941X - Adjusted Emplover's Quarterly Federal Tax Return L
Annual Form 943-9434 - Employer’s Anrwal Federal Tax Retun for Agriculbral E...
{annual Form $44-945A - Employer's Annual Federal Tax Retrn
5AnualFormw-2M-3 - Wage and Tax Statement/Transmittal -

Sedect Féing Period

Year 2015

oA o ([ v ]

Figure 11-44 Select Payroll Form window for Form $40-EZ

4. A Payroll Tax Form window opens with the Interview for your Form 940/Schedule A and
940-V displayed (Figure 11-45). Review the information and enter any necessary
changes. Click Next to advance through the next screens, reviewing the information
entered by QuickBooks.

R g

Tax Form for EIN|Q0-7804153 .
Tnterview for your Forms 940/Schedule A and 940-V =
Employer's Annual Federal Unemployment (FUTA) Tax Return >

| Instructions: Use this intarview to help you fifl out your appiicable Forms 940, Schedule A and 94C-V.

The 40 form is filec ANNUALLY to report Fedaral Unemployment (FUTA) taxes. B |
Even though your FUTA daposits may be due QUARTERLY BY FILING FORM 941,
the 840 form should not be filed until after the close of the calendar year. 4

See View £iting and Printing Instructions to get more information on when this form should be filed,

Heve you downloaded the latest version of the form? 4

Tha Forms 940, Schedule A and 340-V you curently have are for tax year 2015

-

VVewﬁlakgmﬂ-nsfmm View [ and printing insuctions o ) “7 FEE"DESJ i
[Gaove amiOicsn | [ Save asPDF.. | [Painkior Yous Freoods.. [ Chock b Enocs | [ SubmitFom. |

& Autoinsticaly creata an archive when | e-lle or pimt

i3t

Figure 11-45 Interview for your Form 940/Schedute A and 940-V

5. After reviewing, you can submit the form, save for PDF or print for your records. Click
Save and Close. Click OK when the Next Steps window appears.

Processing W-2s

DON'T PERFORM THESE STEPS NOW. THEY ARE FOR REFERENCE ONLY.

1.  From the Home page, select Process Payroll Forms.
The Federal form radio button is already selected. Click OK.

3.  QuickBooks displays the window shown in Figure 11-46. Select Annual Form W-2/W-3
— Wage Tax Statement.

Select All Employees from the Process W-2s for field.
5.  Enter the correct year in the Year box and click OK.
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Choose a form
Choose the form you want to use:

Form iAnnual Form 940/Sch. A - Emplover's Annual Federal Unemployment (FUTA) Tax ... =
Quarterly Form 941/Sch, B - Emplayer's Quarterly Federal Tax Return
Quarterly Form 841-X - Adjusted Employer's Quarterly Federal Tax Retum:
Annual Form 943-943A - Employer's Annual Federal Tax Return for Agricultural E...
Annual Form 944-045A - er's Annual Federal Tax Return

Process W-2s for: @ All Enployees (2 Employees) Which option should ] choose?
) Employee's Last Name -From: | .| To: -

Select Filing Period

vear [m15 |

Figure 11-46 Select Payroll Form window

6.  QuickBooks displays the Select Employees for W-2/W-3 window, as shown in Figure 11-47.
Select Review/Edit to review the W-2s.

Emplopess with last names A through Z (2 of 2 employess]
Employee 55N Reviewed? Printed?

] Maauki, Mike 111-22-3333 No Mo
Reynolds, Kati 333224321 No No

rmark Al [ BsviewEdt | [ Pint/Efle.. ] {..Concal. ]

Figure 11-47 Select Employees for Form W-2/W-3 window

Note:

In order for W-2s to print properly, make sure you've entered the full name and
address of each Employee, and that you've properly set up the year-to-date
information on your Payroll Setup date. Also, you must enter all paychecks in
QuickBooks Payroll in order for the W-2s to be correct.

7. QuickBooks displays Forms W-2 and W-3 Interview steps in the Payroll Tax Form window
(see Figure 11-48). Click Next and review the following screens.
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ilrtordew 2 FamW2 3 FomW3 4 Piningl g

| Employees with last names 2 through 2 y
Tax Form lor EIN: | 60-7904153 2 of 2 smployess selected -

Step 1: Forms W-2 and W-3 Interview

Welcome to the W-2 and W-3 interview

Have you downloaded the Iatest version of the forms?

The Forms W-2 and W-3 you currently havs are for tax year  zo:0

it you do nat have the Jatest forms, you should leave the payrott form window, downiced e fatest
updates, and starnl agai.

] We wil guitte you through the review and preparation of your W-2 and W-3 tax fonms.

This writerview wili:
a) Allow you to edit your W-2 and W-3 forms -

| i delods about tis form SeestRrpkyees..| | e Povoan | [ e ]}
| [SaveanaCuse | [ SavaasPDF.. | [Pintiorveus Recorde,. i Shacktor Ewnora | [ Ssbmi o,

7] Automaticaly creale an schive when | als o prni

N . . P

Figure 11-48 Step 1 - Forms W-2 and W-3 Interview Welcome screen

8. In the final screen you are given the option to submit, save as a PDF, or print. Click Save
and Close.

9.  Click OK when the Next Steps window appears.

Review Questions

Select the best answer(s) for each of the following:

1. To properly affect the Payroll Items, which function (from the Employee section of the
Home page) should you use to pay the Payroll taxes?
a) Write Checks
b)  Pay Bills
¢} Pay Employees
d)  Pay Liabilities

2. Voucher style checks, when used for processing Payroll, may contain:

a)  Earnings and tax withhoidings
b)  Adjustments to earnings

¢)  Federal filing status

d)  All of the above

3. The Payroll Liability Balances Report identifies:

a)  Liability payments made during the payment period
b)  Liability amounts by Payroll Item i
c)  Liabilities for Employee deductions only ;
d) Liabilities for employer taxes only '-'

4. The Payroll tax return that reports Social Security, Medicare, and Federal Income Tax is
submitted quartetly on:

a) Form 940
b) Form 941
c) Form W-2
d)  Payroll Liabilities Report

5. To begin processing your Payroll:
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a) Select Write Checks from the Home page

b)  Select the Employees menu and then select Pay Scheduled Liabilities
c)  Select the Payroll menu and then select Process Payroll

d)  Choose Pay Employees from the Employees section of the Home page

Payroll Processing Problem 1

APPLYING YOUR KNOWLEDGE

I Restore the PRProcessing-11Problem1.QBM file.

1. Process paychecks for both Kati Reynolds and Mike Mazuki with the information shown
below. Create printable paychecks, dated 01/01/2016 drawn on the Checking bank
account for the Payroll period ending on 12/31/2015.

Kati Reynolds’ paycheck

1 Field

Data

Check Date

01/01/2016

Pay Period

12/16/2015 through 12/31/2015

Earnings

Salary Regular, 64 hours
Salary Vacation, 16 hours

Other Payroll
Items
{Deductions)

“Table 11-1 Kati Reynolds’s paycheck

401k Employee, -4%
Match 401k, 2%
Medical Insurance,-§10

Mike Mazuki’s paycheck

{ Feld

Data

Check Date

01/01/2016

Pay Period

12/16/2015 through 12/31/2015

Earnings

72 hours — Hourly Regular
8 hours — Hourly Vacation

Other Payroll
Items
(Deductions)

Table 11-2 Mike Mazuki's paycheck

401k Employee, -4%
Match 401k, 2%
Medical Insurance,-$10

Print both paychecks on blank paper. Use voucher checks for the format of the printed
checks. Assign the checks to number 6059 and 6060.

On 1/4/2016, pay all liabilities due on 02/01/2016. Print the Payroll liability checks on
blank paper, beginning with check number 6061.

Print a Payroll Summary Report for 10/01/2015 through 01/01/2016. Do not show the

Hours or Rate.
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5. Print a Payroll Liability Balances Report for 9/1/2015 through 01/01/2016.
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